CREATING AN ACQUISITION PLAN

Creating a Project Profile

Each procurement action in the “Purchasing” and “Contracting” subsystems can have a project profile
that outlines the characteristics of the procurement. Once a procurement request is submitted and
assigned to a contract specialist, a project profile can be created.

EAS Desktop

[ [=]x]

=] Comprizon_Buy Desktop
File Desktop Research Report:  Admin Gatewawys Catalogs  Ophions  Help

monmsEE L B Rk

’% Hat Li: i orkl 5] ActionAIettsI
PBurchaszing

EC B Contracting

i
From the EAS Desktop, click on the = icon. Select “Contracting,” and the Contracting Worksheet
will appear.

Contracting Worksheet

2 Contracting Worksheet [_[o]=]
Eillz Toolz QOptions Beports

D@ X 2aven 2B |
IDpenPRs j

v Project C|I™ Purchase Request I Salicitation W[ &ward

JSSHOB-PMT -37-0054
TEST4-
SOG0B-PMT 370077

Status: Open-Assign ;I

Folder: Ax HNew Work

Notes: _I
#

EAS DESKTOP USERS' GUIDE

11/05/99 Page 1
Acquisition Plan Working Draft



At the Contracting Worksheet, highlight the appropriate purchase request number and click on the
“Project” check box. A checkmark will display in the check box. Select "File" from the menu bar

then select "New" from the drop-down menu. Or click the D icon to display the New Project
Summary Screen. The following screen will appear:

New Project Summary Screen

B MNew Project HE B3
File Tool:  Qptions

eans |

[~ Profile

MHame: Hew Project Start Date: 7
CO: Mone COR: Mone

[~ Plan
Total Muriber of Events: 0 Total Mumber of Days; 0

[~ Bouting
Ma rauting infarmation.

Abstract
Mo abstract. =

From the New Project Summary Screen, click on the "Profile’ hypertext link.
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Procurement Milestone Tab Control Screen

Profile Screen

Procurement Milestone =]

Profile | Additional Info | S0/ Abstiact |

— Project

1 ame: IW'F'M 0o

i~ Procurement Model

Selecting a Procurement Milestone Model from the list automatically populates the
Project's Plan with events.

EGER oS TRICTION - SEALED EID

— Dates & Days

Once Events are added to the Project's Plan, projected dates for each Event are
automatically updated using the Start Date. The Mumber of Days iz then calculated.

Calculate By: ° Calendar ¢ Work Daps

Start Date:l Tatal Humber of Calendar Dags: 53

0K, | Cancel | Spply Help

Press the <TAB> key to move through each field.

Project Name: Enter project number.

Model: Select a procurement model name from the drop-down box.
Calculate By: Select either "Calendat" or "Work Days."

Start Date: Enter the date from which all events will be calculated.

Note: When selecting a model name, some fields may defanlt, based on the model name. 1If the Procurement Milestone
Plan is modified, “Calendar Days” or Work Days” may change.

Click on the “Additional Info” tab, and the Additional Info Screen will appear.
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Additional Info Screen

Procurement Milestone =]

Profile AdditionalInfo | 50w Abstract |

— Procedures
LN ME Gl Fu1 1 & Open Cowpetition

Contract Typer|rirm Fixed Frice

Gt Estimated Amk: IU.UU

™ Competitive Requisition [ Indefinite Delivery Contract

— Regulations
Local katrix 1D: I j
Purpoge: ISupply j
— Authority
Contracting Officer: I gl
COR/COTR: | Q|
(] 4 | Catcel | Apply | Help |

Acquisition Method: This field defaults based on the model name. Click on the drop-down
box to change the default Acquisition Method.
Contract Type: This field will default to the model name selected. Click on the drop-

down box to change the default contract type.

Govt. Estimated Amt:

Enter the estimated contract value. The maximum value is

999,999,999,999.99.

Competitive Requisition (check
box):

If this is a competitive procurement, check the box when applicable.

Indefinite Delivery Contract
(check box):

If this is an indefinite delivery, check the box when applicable.

Local Matrix ID: This field defaults based on the model name. Click on the drop-down
arrow to change the default local matrix ID.
Purpose: This field defaults based on the model name. Click on the drop-down

arrow to change the default purpose.

Contracting Officer:

Click on the @ icon to select the appropriate Contracting Officer.

COR/COTR:

Click on the @ icon, select the appropriate Contracting Officer’s Rep.

|NOTE: If a Contracting Officer’s name does not appear on the list, contact the Systems Administrator.

Click on the “SOW Abstract” tab and the SOW Abstract Screen will appear.
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SOW Abstract

Profile | Addtional Infor S0W Abstract |

Title:
I =
=

Abstract
=
H
Seach | sow |
ok | Cancel | appb | Hep |

In the “Title” block, enter a description of the project, i.e., “Janitorial Services, Federal Office
Building, Manchester, NH.” Then enter text within the “Abstract” block. After entering the

appropriate information, click on LI and return to the Project Summary Screen.

Project Summary Screen

=1 WPMOD01 HE B

Fil= Tool:  Options
EX] |

™ Prafile

Mame: WPMODOT  Start Date: 7
CO: Mone COR: Mone

[~ Plan
Total Mumber of Events: 13 Tatal Mumber of Days: 0

™ Buouting
Mo routing information.
Abstract

Mo abstract. =
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Viewing a Procurement Milestone Plan

The Plan function establishes and maintains a Procurement Milestone Plan (a list of procurement
milestones) for the selected project. Milestone events can be individually added, using the Plan
function, or a pre-established list can be copied from the Procurement Model. At the Project Summary
Screen, click the “Plan” hypertext link to display the Procurement Milestone Plan Browser.

Procurement Milestone Plan Browser

=} Procurement Milestone Plan - WPMDDO1 - [0] =]
Fie Tool: Options

DEXx&§2avrhi |

Mo, Event Mame Follows|Proj Dayz|Proj Date  |RewDays|Rev Date  JActual Date |File =
20 ACCEPT REQUIREMENTS PACKAGE 10 2
3058 SET-ASIDE WwiklvER REQUESTED 20 1
40 58 SET-ASIDE wialVER RECEIVED 40 5
50 ACQUISITION PLAM APPROVED 40 5
B0 *lzsue Award CBD 50 1
70 PUBLISH CBD SYNOPSIS an 5
B0 PRESOLICITATION MOTICE ISSUED all 3
80 *ssue Solictation 30 n
100 PRE-BID COMFEREMCE kil 1
110 BID OPENING DATE 100 22
120 1 ssue Award 110 22

130 MTR/EFFECTIVE DATE 110 1 -

|

|Enter data or presz ESC to end. 4

If a procurement model was selected on the Profile Screen, the model will display. If changes are
required, see the next section entitled “Maintaining A Procurement Milestone Plan.”
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Maintaining a Procurement Milestone Plan

Procurement Milestone Plan Browser

=Y Procurement Milestone Plan - WPMO001 [=lo] =]
File Tool: Options

D& X 8 32avyhn |

Mo, |Event Mame Follows|Froj Dayz|Proj Date Rev Daps|Fev Date Actual Date File =
20 ACCEPT REQUIREMENTS PACKAGE 1a 2
30 5B SET-ASIDE wWAIMER REQUESTED 20 1
40 5B SET-ASIDE wWAIMER RECEMED 40 5
50 ACQUISITION PLAM APPROVED 40 5
B0 “ssue Award CBD 50 1
70 PUELISH CBD SvMOPSIS 30 5
80 PRESOLICITATION MOTICE ISSUED 50 3
30 “ssue Solicitation 30 1
100/ PRE-BID COMFEREMCE a0 1
110/ BID OPEMIMG DATE 100 22
120 A ssue Swveard 11a 22

130 MTR/EFFECTIWE DATE 110 1 -

=

H

|Entel data or presz ESC to end. i

To maintain a specific event on your Procurement Milestone Plan, highlight the appropriate
sequence number and double click. The Ewvent Maintenance Tab Control Screen will display.
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Event Maintenance Tab Control Screen

Event Screen

Ewvent Maintenance

Ewent I Comments I

— Ewent Data
Sequence: 20 Daps: I
Follows E vent: I 10 Proc. Recguest Receiwved LI

Diezcription:  Proc. Request Accepted

— Dates

Projected: |1U-"28-"E|-_"' Fevized: Auctual;

Ok I Cancel Apply Help

Press the <TAB> key to move through each field.

Days: Enter the number of days allowed for event completion.
OR
Projected: Enter a revised projected date.

Follows Event:

should follow.

From the drop-down menu, select the sequence number of the event that this event

Description:

The description text displays as the “Event” name. This field is view only.

NOTE: The system

counts by calendar days.

Click on the “Comments” tab and the Comments Screen will appear.
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Comments Screen

Event Maintenance

Thiz zpace iz for comments

Enter any comments, and click on |- to return to the Procurement Milestone Plan Browser.
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Adding a New Event

Procurement Milestone Plan Browser

=1 Procurement Milestone Plan - WPMOD01 =[] =]
File  Toolz Options

D& X G2avyhp |

Mo |Event Mame Follows|Proj D ayz|Proj D ate Rev Days|Rev Date Actual Date |File |2
20 ACCEPT REQUIREMENTS PACKAGE 10 2
30 5B SET-ASIDE wWAIMER REQUESTED 20 1
40 5B SET-ASIDE wAlWER RECEMWED 40 5
50 ACQUISITION PLAM AFPROVED 40 5
B0 " szue Sward CBD a0 1
70 PUBLISH CBD S¥MNOPSIS a0 5
80 PRESOLICITATION MOTICE I1SSUED 50 3
90 “z3ue Salicitation 30 11
100/ PRE-BID COMFEREMNCE 30 1
110/BID OPEMIMG DATE 100 22
120 A zsue Award 110 22

130 MTP/EFFECTIVE DATE 110 1 -

=

|

|Enter data or presz ESC to end. A

All events on an individual Plan are sequenced in increments of ten, so users may insert events in
between already established events. For example, to add an event to the Procurement Milestone
Plan between sequence numbers “10” and “20,” click the O3 icon. The Event Maintenance Tab Control
Sereen will display with the next sequential event number.
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Event Maintenance Tab Control Screen

Event Screen

Event Maintenance E

Evwent | Comments I

— Event Data
Sequence: 11 Draps: |5
Follows Event: I 10 Proc. Regquest Received j

Description: |Eg=0

— Dates

Projected: I'I 1406437 Revized: Actual:

Ok | Cancel | Apply Help

Press the <TAB> key to move through each field.

Days: Enter the number of days allowed for event completion.
OR

Projected: Enter a revised projected date.

Follows Event: From the drop-down menu, select the sequence number of the event that this event
should follow.

Description Enter a new event description.

Click on the “Comments” tab, and the Comments Screen will appear.
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Comments Screen

Event Maintenance E
Event LConiments |
— Camment:
This space iz for comments -
-
QK | Cancel | Spply | Help |

. 0K .
Enter any comments and click on 4| and return to the Procurement Milestone Plan Browser.

Adding a New Event from the Master Event List

The Master Event List Browser displays all events available in the system. For example, to add an event
to the Procurement Milestone Plan from the Master Event List Browser between sequence numbers
“20” and “30,” highlight the sequence “20” and select “File” from the menu bar and choose
“Master List” from the drop-down menu.

Procurement Milestone Plan Browser

Y Procurement Milestone Plan - WPMO0D1 HE B
Tool:  Options

Mew Ch+N o - v M|[Ej‘ ‘

Open Clrl+
Master List Enter |Follows|Pioj Days|Proj Date  |Rev Daps|Rev Date  [actual Date [File lj
Fielets Chelel I- 0 0

The Master Event List Browser will display.

NOTE: If an event needs to be added to the Master Event List Browser, contact the Regional Systens
Administrator.
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Master Event List Browser

=3 Master Event List [_[o]x=]
Eile

G xaveh |

Origin|E went Name

8(4) CONTRACTOR REQUESTED
ACCEPT REQUIREMENTS PACKAGE
ACQUISITION PLAN APPROVED
Attach Staternent of Work,

ADIT RECEIVED

ADIT REQUESTED

BAFO RECEMED

BAFO REQUESTED

EID OPEMING DATE

Cloze Solicitation

#* Commit Funds .
4 * I

*** - jndicates a Comprizon.Buy-Federal Syst,em;l
Event .
|Enter data or presz ESC to end. i

Using the vertical scroll bar, highlight the appropriate event, select "Fi/e’ from the menu bar and
click "Select." The Event Screen of the Event Maintenance Tab Control Screen will display.

Event Maintenance Tab Control Screen

Event Screen

Event Maintenance

Event | Comments |

— Event Data
Sequence: 21 Days: |5
Fallows Event: I Z0 Proc. BRedquest Accepted j

Description: | 30 Dap Mchification lssued

— Dates

Projected: |1 112097 Revized: Actual

ak Cancel Apply Help

Press the <TAB> key to move through each field.

EAS DESKTOP USERS' GUIDE
11/05/99 Page 13
Acquisition Plan Working Draft




Days: Enter the number of days allowed for event completion.
OR

Projected: Enter a revised projected date.

Follows Event: From the drop-down menu, select the sequence number of the event that this event
should follow.

Description Edit the description, if necessary.

Click on the “Comments” tab, and the Comments Screen will display.

Comments Screen

Ewent Comments |
— Comments
Thiz space is for comments =]

Ok, | Cancel | Apply | Help |

. o .
Enter any comments and click —I to return to the Procurement Milestone Plan Browser.
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Deleting an Event from the Procurement Milestone
Plan

To delete an event from the Procurement Milestone Plan Browser, highlight the appropriate sequence
number.

Procurement Milestone Plan Browser

=Y Procurement Milestone Plan - WPMO001 [=lo] =]
File Tool: Options

D& X & 2avehn |

Mo.[Event Hame [Foliows|Proj Daps|Pioi Date  |Rev Daps|Rev Date  [actusl Date [Fie =
10| *erify Funds i} 0
2 CEPT REQUIREMEMNTS PA ] 2
30 5B SET-ASIDE wWAIMER REQUESTED 20 1
40 5B SET-ASIDE wWAIMER RECEMED 40 5
50 ACQUISITION PLAM APPROVED 40 5
B0 “ssue Award CBD 50 1
70 PUELISH CBD SvMOPSIS 30 5
80 PRESOLICITATION MOTICE ISSUED 50 3
30 “ssue Solicitation 30 1
100/ PRE-BID COMFEREMCE a0 1
110/ BID OPEMIMG DATE 100 22
120 A ssue Swveard 11a 22

130 MTR/EFFECTIWE DATE 110 1 -

=

H

|Entel data or presz ESC to end. i

Click on the ‘ X icon. A Question Dialogue Box will appear.

Question Dialogue Box

Question E

@ Are you sure pou want to delete this event ?

. -Zes .
To confirm the delete process, click on - Or, to cancel the delete process, click

EAS returns to the Procurement Milestone Plan Browser.
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Resequencing Events on the Procurement Milestone
Plan

To resequence all events on the Procurement Milestone Plan with an increment of ten, select
“Tools” from the menu bar and choose “Resequence” from the drop-down menu.

Procurement Milestone Plan Browser

29 Procurement Milestone Plan - WPM D001 |- 1o]=}

AavEH @ |

|Folicws|Pioi Days|Proj Date  |Rev Davs|Rev Date  Jactual Date [Fie  [=
Freeze 0 0
Urfreeze ;b
30 SB SET-ASIDE WAINVER REQUESTED 20 1
40 5B SET-ASIDE WaAlVER RECEIED 40 5
B0 ACQUISITION PLAN AFPROVED 40 A
B0 #lzsue Sward CBD a0 1
70 FUBLISH CED 5vMOPSIS a0 5
80 PRESOLICITATION NOTICE ISSUED A0 3
90 #lzzue Solicitation 30 11
100 PRE-BID COMFERENCE a0 11
110 BID OPEMING DATE 100 22
120 *lgsue Award 110 22

130 MTR/EFFECTIVE DATE 110 11 =

-

-]

|Enter data or presg ESC to end. i

A Question Dialogne Box will display.

Question Dialogue Box

@ Are pou sure wou want to re-gequence all events ?

To confirm the resequencing process, click . To cancel the resequencing process, click

. EAS returns to the Procurement Milestone Plan Browser.
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Freezing Original Projected Dates on the
Procurement Milestone Plan

To freeze original projected dates on the Procurement Milestone Plan as the project baseline, select
“Tools” from the menu bar and choose “Freeze” from the drop-down menu.

Procurement Milestone Plan Browser

Y Procurement Milestone Plan - WPM0DD01 HE B3
0O Actual Date A v v 3 | [Ej | ‘
Rezeguence =

Rev Dayz|FRev Date Actual D ate

lnfreese

A Question Dialogne Box will appear.

Question Dialogue Box

Question E |

Freeze establizhes the current procurement
plan event projected dates column as the
bazeline schedule for this procurement
rileztane plan. Once frozen, new event
dates or any ather changes will appear
under the revized date column, Before
freezing all incomplets events will be
recalculated,

Do you want to freeze the bazeline ?

To confirm the freeze process, click on . To cancel the freeze process, click .
Freezing dates locks up any dates established in the “Proj Date” column of the Procurement Milestone

Plan Browser. 1f it is necessary to change dates while in the frozen stage, new dates will appear in the
revised date column.
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Procurement Milestone Plan Browser

= Procurement Milestone Plan - WPHMO002temp - Start: 11201799 =] E3
File Toolz Options

D@ X 8(2avt® |

Mo |Event Name [Fallows|Proj Days|ProjDate |Rev Days|Rev Date [actual Date [File [«
10 */erify Funds 0 01140141993 |
20 ACCEPT REQUIREMENTS PACKAGE 10 211/03/1993
30 5B SET-a51DE WalER REQUESTED 20 111/04/1993
40 5B SET-A5IDE WaIVER RECEIVED 40 il
50 ACQLISITION PLAN APPROVED 40 il
60 “lszue Awveard CBD 50 1
70/PUELISH CB L
80 PRESOLICITATION MOTICE ISSUED 50 3
30 “lssue Solicitation 30 11/11/16/15333

100 PRE-BID COMFEREMCE a0 1111141541599

110 BID OPENING DATE 100 2212/07/1999

120 lszue Award 110 2212/29/1999

130 NTP/EFFECTIVE DATE 110 11/12/18/1999 -

13

N[5

|Enter data or press ESC to end.

In the screen below the “Proj Date,” the column has been frozen. A revised date was entered for
the solicitation amendment event and that date now appears in the “Rev Date” column. Upon
award of the solicitation, a date may also be entered for the “Actual Date” column.

Unfreezing Original Projected Dates on the
Procurement Milestone Plan

Click on "Tools" from the menu and "Unfieeze” from the drop-down menu. The following Question
Dialog Box will display:

Question Dialog Box

Unfreeze allows continued modification to
plan events in the projected dates column of
thiz procurement plan.

Do pou want to unfreeze the bazeline ?

=]
To confirm the unfreeze process, click . To cancel the unfreeze process, click
Freezing dates in the “Proj Date” column of the Procurement Milestone Plan Browser allows contmued
modification of the dates in the “Proj Date” column of the Plan only.

EAS DESKTOP USERS' GUIDE
11/05/99 Page 18
Acquisition Plan Working Draft




Attaching Supporting Documents

The Supporting Documentation Browser enables users to attach individual documents to the Acquisition
Plan, such as Determinations and Findings (D&Fs). These can then be routed for Review and
Approval and submitted to the Contracting Office along with the Procurement Milestone Plan.

In order to route supporting documents (Determinations and Findings, Justifications, Wage
Determinations, Waivers, and Other Letters) with the Procurement Milestone Plan, they must be
saved in a shared directory specified by the Regional EAS Administrator.

Procurement Milestone Plan Browser

21 Procurement Milestone Plan - WPM0001 BEBE
File  Tools [yl

b & Th D |
| Mo |Exvent Mame |Faliows|Proj Days|Proj Date  |Rev Daps|RevDate  [4ctual Date [File 14

From the Procurement Milestone Plan Browser, select “Options” from the menu bar and select “Support
Docs” from the drop-down menu. The Supporting Documentation Browser will appear.

EAS DESKTOP USERS' GUIDE
11/05/99 Page 19
Acquisition Plan Working Draft



Supporting Documentation Browser

=Y Supporting Documentation BE R

File Toals

D2H X §|2av~ihn |

Doc Type [Date  [Time|S00wMarked|Full Path o
=
=

|Enter data or press ESC to end. A

Click on the 11 icon, and the Location Screen of the § upporting Documentation Tab Control Screen will
appear.

Supporting Documentation Tab Control Screen

Location Screen

Supporting Documentation E

Location | Dietails I

File: Is:\sf\sacons\text. doc Browse
Launch

Templates
Comments:

Flease Enter any specific comments.

o {1

(1] Cancel Apply

Press the <Tab> key to move through each field.

| Document File: | Enter a valid path name to a file to be attached (Example: s:\sf\

EAS DESKTOP USERS' GUIDE
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sacons \text.doc).

OR
Browse: Click on the “Browse” button to view available file paths and files.
Launch: Click on the “Launch” button to open the file.
Templates: See the Regional System Administrator for available templates.
Comments: Enter a brief document description (up to 325 characters available).

Click on the “Details” tab, and the Details Screen will appear.

Details Screen

Supporting Documentation

Location  Details |

Attachment For:
attachment From: Procurernent Plan

Attached Ore 0941741939

Attachment Tope: I

[~ This document iz the Statement of 'Wark, [S0MW).
[~ Far "web Publish' with the Solicitation/4mendment.

(] | Cancel | Help

Enter the “Attachment Type,” and check the boxes if the document is a “SOW”” or “for Web
Publish with the Solicitation/ Amendment” and click on _ x| . Continue the process by clicking

on w until all desired supporting documents have been added to the Procurement Milestone
Plan. Each time “New” is clicked, the Supporting Documentation Browser will reappear.
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Supporting Documentation Browser

¥ Supporting Documentation

HE B
File  Tools
DEH (X 8|2 av=nt |
Doc Type  |Date Time | SO Marked]Full Path -
|
J |
|Entel data or press ESC to end. G

Click on the Xl at the upper right-hand corner of the screen to return to the Procurement Milestone Plan
Browser.

Procurement Milestone Plan Browser

21 Procurement Milestone Plan - WPMO0001 HEE
File Toole Options

EERICIER S .01 |

Nao. |Event Name

[Fallows]Proj Davs|ProjDate |Fev Daps|Rev Date  [actual Date [File =

B
[
Z
Printing the Procurement Milestone Plan
EAS DESKTOP USERS' GUIDE
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From the Procurement Milestone Plan Browser, select “File” from the menu bar and choose “Print” from
the drop-down menu.

Procurement Milestone Plan Browser

Y Procurement Milestone Plan - WPMODO1 HE B
Tool:  Options
Mew Ctrl+M [ o »w w M‘[Ej‘ ‘
Open Ctrl+0 =
Master List Enter [Follows|Pioj Daps|ProjDate  |Fev Daps|Rev Date [actualDate [File [
Delete Chrl+D
Schede TP |

The following print options are available:

Schedule: Print a schedule of the Procurement Milestone Plan. [Recommended]

Chart: Print a Gantt-type chart (timeline) for the selected procurement model.

Question Dialog Box

® Would vou like to Preview this report before printing?

If "Yes" is selected, the report can be previewed before printing. If “No” is selected, the report is
printed without being previewed.
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Print Preview Screen

i Print Preview =] E3

Cancel | Save bz | Page:raoﬂpages Zoom: I?D‘Z "l

|

PRINT DATE: 03717731 FROCURIMENT PLANW 3CHEDULE PALE: 1
Project Hame: Mew Project Govt Estimate: 0,00
Froject 3Jtart Date: 035817313 Model Hame:
Rurker 0f Dayr: 40 Leoral Matrix ID:
Cortracting Qfficer: Unkneown Cortracting Officer Fommr Matrix:

CORSCOTE: Unkneon COTR
Turpose: Jupply
Cantract Type: Firm Fixed Price
Method of Acquisition: Full & Open Competition
Competitive: no
Indefinite Delivery: n
Title:

300 Abstract:

After previewing the reportt, click on the “Print” button to print, otherwise, select “Cancel” to return
to the Procurement Milestone Plan. Click on the upper right-hand corner Xl to return to the Project
Summary Screen.

Routing the Procurement Milestone Plan

This option submits a procurement plan for Review and Approval to a list of designated
procurement personnel who have been selected to perform this duty. While in the routing process,
the procurement plan can only be displayed, not edited in any way. Only the user/initiator can add a
reviewer/approver to a route list, edit a selected route entry, delete a selected route entry from the
route list, release a procurement plan to a route list, review comments provided by selected
reviewers, or print the route list and status. Use one or more of the methods outlined below to
route requisitions and supporting documents.

Three options are available: create a new route list, use an existing route model, or modify a route
list.

Option 1 — Create a New Route List

From the Procurement Milestone Plan Browser, select “T'ools” from the menu bar and choose “Route”
from the drop-down menu.
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Route List Browser

= Route List
Fil= Toole Options

HEEE

DS X & 2avei|me

Order|&ddress Ta | [Gince [t |Gtatus

L e

|Enter data or prezs ESC to end.

SIS

Click on the I icon to display the Route List Reviewer Screen.

Route List Reviewer Screen

Route List

Reviewer |

Reviewer's code: IFHU @

Reviewer: F.aren B, Frostad
Title: Contracting Officer
Order for receiving document: Iﬁ
Pririty of dacurment being routed: Iﬁ

I:E " Carbon Copy

DK | Cancel Apply Help

Click on the @ icon to display the User Search Screen.

EAS DESKTOP USERS' GUIDE

11/05/99
Acquisition Plan Working Draft

Page 25




User Search Screen

User Search E
Code|Mame Title -
GaAL PaulL. Gallegos Bldg Magmt Specializt
GaM Harold B, Gamble Chief, Program Supp
GAS Karen A, Gaston Chief, Security Sect J
GAT |G. John Gates Il Mech Engineer
GER [Dan Gerges
GIF “ista Gifford Contracting Officer

List Users Matching:
Wiew | Cancel |

Highlight the appropriate individual’s name, and click on , to return to Route List Reviewer Screen.

Route List Reviewer Screen

Route List

Rewviewer |

Reviewer's code: IFHD @

Rewiewer, Karen R, Frostad
Title: Contracting Officer
Order for receiving document: Iﬁ
Friority of document being routed: lﬁ
& Approval Bequired € Carbon Copy

ak Cancel Apply Help

Press the <Tab> key to move through each field.

Order for receiving Enter order numbers in increments of ten so an individual’s name can
document: be inserted later, if necessary. The order number must be greater than
‘(0 »

Priority of document | The priority should be left to default of “10.”
being routed:

Approval Required Click on “Approval Required” if the reviewer is an Approving Official.
(radio button):

Carbon Copy (radio Click on “Carbon Copy” if the reviewer is not an Approving Official.
button):
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After entering the appropriate information, click on | to return to the Rowte List Browser.

Route List Browser

=3 Route List [_[O]=]
File Toolz Options

D x8laavrhay |
Drder]&ddiess To I |5ince | T [5tatus =

L L

|Enter data or presz ESC to end.

N

Continue the selection process until each individual’s name has been added to the route list. When
the route list is complete, close the Route List Browser by clicking the X in the upper right-hand

cornet, or by choosing "File" from the menu bar and "Close" from the drop-down menu. The
Procurement Milestone Plan Browser will appear.
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Option 2 — Use an Existing Route Model

From the Project Summary Screen, select “Tools” from the menu bar and choose “Route” from the
drop-down menu. The Rowte List Browser will be displayed.

Route List Browser

=] Route List [_ O] =]

File Toolz Optionz

20 Dorathy Ammstrong A
30 Cathy Amald A
Message: =

(KK

|Enter data or prezz ESC to end.

To select existing route models, select "Tools" from the menu bar and choose "Model" from the
drop-down menu. The Rowute List Model Screen will be displayed.

Route List Model Screen

Route List Model x

Code  Type-Model Name

LTI A
ERO - DUNN CHANGE —
- HENEY
- HHHHHH
- EEITHSMODEL
- SANDI
43'Ss - BUTH'S LIST
433 - TONYA
PEQ'S FOR CHNGS - HEUSKA
sal REQUISITION - CLASSROUTE
2al1 PEQUISITION - GEORGE
HIE REQUIZITION — JEAN
RAOTT REQUISITION - REQUISITION-DAVE -
AN REQUISTION - CROCKER
POUTE 43'S — &PMT-T
ROUTE 435 - STSTEMS
POUTE STL 493 - STL =l

Select |
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Highlight the appropriate route model and click on “Select.” The Rowte List Browser will display the
individuals’ names in the route model.

Option 3 — Modify a Route List (Add or Delete Entries)

Adding Entries to the Route List

To add entries to the route list, click on the [ icon from the Route List Browser.

Route List Browser

= Boute List [_ (O] =]
File Toolz Options

DE X & 2aveyh B3 |
[Order|&ddress Ta | [Gince | ; |5tatus | =
Message: ;]
|Entel data or press ESC to end. i

The Route List Reviewer Screen will be displayed.
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Route List Reviewer Screen

ool ]

Rewviewer |

Reviewer's code: || gl [

Revigwer:
Title:
Order for receiving document: Iﬁ
Priority of document being routed: Iﬁ
& Approval Required € Carbon Copy

K | Cancel | Apply | Help |

Click on the @ icon after the “Reviewer’s code” field, and the User Search Screen will be displayed.

User Search Screen

User Search E

Code]Mame Title -

GaM |Harold R. Gamble Chief, Program Supp

GAS |Karen A Gaston Chief, Security Sect

GAT |G John Gates [ Mech Engineer _I

GER |Dan Gerges

GIF |Vista Gifford Contracting Officer

GIL |JohnE. Gill Supy Phys Sec Spec
Lizt Users Matching:

Wiew | Cancel |

Highlight the appropriate individual’s name, and click on to return to the Route List Reviewer
Screen.
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Route List Reviewer Screen

Route List E3
Rewviewer |

Reviewer's code: IG.-’-‘«L @

Fieviewer: Paul L. Gallegos
Title: Eldg kgmt 5 pecialist
Order for receiving document: Iﬁ
Priarity of dacurment being routed: Iﬁ
" Approval Required (% 3

DK | Cancel Apply Help

Press the <Tab> key to move through each field.

Order for receiving | Enter order numbers in increments of ten so an individual’s name can be

document: inserted later if necessary. An order number must be greater than “0.”
Priority of The priority should be left to default of “10.”

document being

routed:

Approval Required | Click on “Approval Required” if the reviewer is an Approving Official.
(radio button):

Carbon Copy Click on “Carbon Copy” if the reviewer is not an Approving Official.
(radio button):

After entering the appropriate information, click on LI to return to the Rowte List Browser.
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Route List Browser

¥ Route List
File= Toole Options

D@ X 8 2aves =z

Orderfaddress Ta

10| Mitchel

Mezsage:

L L

|Enter data or pregs ESC to end.

O[EE

Continue the selection process until all desired names have been added to the route list.

Deleting Entries from the Route List

To delete entries from the route list, select that individual’s name and click on the "
Route List Browser

1 Route List M= B

File= Toole Options

D& xazavzaay |

10| Mitchell R
Mezsage: ;I
-]
[Enter data ar press ESC ta end. o
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A Question Dialogne Box will be displayed.

Question Dialogue Box

Question

@ fure you sure oy wank to DELETE this reviewer?

. -ies .
To confirm the delete process, click on - . Or to cancel the delete process, click
return to the Rowute List Browser.

Repeat the process until all deletions have been completed. When the route list is complete, close
the Route List Browser, using the Xl in the upper right-hand corner, or choose "File" from the menu
bar and "Close" from the drop-down menu. The Project Summary Screen will appear.

Project Summary Screen

£ WPM0001 BE1EH

Fil= Tool:  Options

EX] |

™ Prafile

Marne: WRMODOT  Start Date: 7
CO: Mone COR: Mone

™ Plan

Tatal Murber of Events: 13 Tatal Munber of Days: 0

™ Bouting
Pending Reviewers: 1 Mot releazed for review.

Abstract
Mo abstract. = |
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Inputting Actual Dates into the Procurement Milestone Plan

To record the actual beginning and ending dates for highlighted events on the Procurement Milestone
Plan Browser, select “Tools” from the menu bar and choose “Actual Date” from the drop-down
menu.

Procurement Milestone Plan Browser

E Procurement Milestone Plan - RNE97221 - Start: 12/02/98 | _ O] x|

Ty Freeze
B Unfreeze

‘The Completion Information Prompt Box will be displayed.

Completion Information Prompt Box

Completion Information E2
Actual Start Date: | B/ 08/97

Actual End Date: [18/28/97

Actual Days: 28

Press the <Tab> key to move through each field.

Actual Start Date: | Enter the date the event began.

Actual End Date: | Enter the date the event was completed.

Actual Days: Enter the number of days it took to complete the event.

After entering the appropriate information, press the <F2> key to save changes and return to the
Procurement Milestone Plan Browser. Use the <Esc> key on the keyboard to cancel the screen. Repeat
the process for other events. After entering all the actual beginning and ending dates, click on X at

upper right-hand corner, or select "File" from the menu bar and "Close" from the drop-down menu,
to return to the Contracting Worksheet.
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